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Forms Mapagement General Activity

Completed 1352 ferms analysis projects resulting in sdoption of 225
new forms, revision of 298 forms and reprinting of 829 forms with 30,416,172
coples being printed. BSeventy-four of these projects involved hecto and
ofPset magters with a potential profuction of an additional 160,782,500
coples. : ' 7.!—8
339

The number of forms obsoleted hit a new high - 383 This wekes an
8 year total of 1421 cbsoletions and is the prime reason the number of
Agency controlled forms has continued to be kept around the low figure
of 2000 so consistently.

Practicing Whet We Preach

Destroyed or retired 8§ cu. ft. of Forms Menagewent Branch Records.
This represents sbout 20% of our total record holdings.

Personnel Record Questiomnsire Improved

Revision of Personnel Record Questionnaire, perts 1 apd 2 and use of
NCR paper eliminated carbons, collating and decollating with sevings of
over 4,000,

Total Records Management In Action

A couplete Records Menagement project was accomplished for CIA's
pev building site security office. Included smong the accorplishments were:

s. Developed 15 forms.

b. A narrative report and 5 bootleg forms were cowbined end replaced
by 2 standardized report forums.

¢. Developed operating procedures for security office and contract
guard personnel.

4. Procured furniture and equipment. Introduced as an innovatlon a
hair dryer for drying polariod prints, thus cutting drying time
from 3-5 minutes to 30 seconds. This and other work seving ldeas
reduced total processing tims to badge & worker from en anticipated
10-15 mimutes to 79 seconds.

8, Developed and installed card files and related systems,
£. Prepared records control schedule end destroyed 2 cu. ft. of records.

g. Fresented slides and script on project to Records Management personnel
end personnel in attendance at an AMA workshop sewlnar,
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Surveyed All Overseas Formws

A survey of 334 oversess forms resulted in chscletion of 18, removal
of 13 from the oversess category plus revislons and other changes in 45 wore.

OJT's Cbviate Need Por Trensmittal magatch

TD/P on the job trainees working on a Forms Ma t project proved
that transmittel dispetches sre not needed to send T/A forms to the field.
The Comptroller will iwplement. Kew procefures when instslled will prevent
the crestion of 8000 documents and should save $400 in typists' time plue
many sdiitional man hours spent by Agency Executives in coordinstion and
release of dispetches.

New Overseas Forms Supply Point Established

wves sctivated s the Fleld Forms supply point for all
This mekes & totsl of 3 overseas Forms supply points which

ean reproduce snd distridbute forms on & local basis saving the packing,
shipping and double handling costs previcusly required op forms sent from
healquarters to field.

Nev | v Multi-Purpose Envelope and Companion Courier Receipt and Log
W,‘ AT

Thege mail control aids are weeting or exceeding expectations for
saving mail handling and logzing tiwme, envelopes and storage space in safes.

Batimated savings of over $90,000 way be surpessed when system is In full use.

Records maﬁi‘him and Forms Management Work Hand in Hend

As a follow-up to 2 safe survey conducted by Records Disposition,
eliminsted 12 bootleg Becurity Check Officer Check List forms and replaced
them with the officlal Agency form.

3;&1.11’10& Eegmst for Internsl Training Form

Use of color coding and identification of coples eliminates an egtimated
Ea,wﬂgdmmen’hs a yesr. Form siwplified and reduced in size from 8x10%
to an 0%5.

ﬁ_amiee of "@ Meﬂom

Pollow through by Forms Mansgewent on discovery of & large nurber of
bootleg forus im Supply Division/OL resulted in 79 of them being purged.

Controls on Release of Information To Forelgn Governments

Anslyzel and degigped 2 NCR form sets vhich put in wotion that part of
Presidentisl Directive #1058 requiring the establishment and maintepance of
effective controls on the release of classifled information to Toreign
governments.
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Improved Menagement of Forus

-

b.

Tndices of overseas forms are now veing published and distributed
guarterly throughout DD/P.

¥Yorvs Management wes instrumental in sesing that the first correct
Agency Forus Catslog was published. This catalog £11ls & previously
existing vecuun dy getiing the latest information on forme to the
mejority of users both in Headquariers and Overseas.

Introduced jointly with the Cateloging Branch/OL a new system
for flow and dissenmination of information on stocked and non-

stocked forms. Under this mt}gmovmes a mwonthly listing g0
of a1l form changes, deletions \an& revisions to Stock Control, Nev\é
BEuiild Offices, Cateloging Branch, Office of Training, :

and others. Monthly changes to the Forus

Catalog are besed on this informwatiom. This is belping purge

the system of obscleted forms. 25X1

Information Reports

8.

O,

a.

T,

#he last of the Agency information report formats not cowplying
with the common formet was pulled into the fold vhen the ®"hot”
{TD Series) information report forms vere revised to ewploy sll
coumon format features except size.

The Department of Army adopied the cowmon format. This significant
avent will undoubtedly speed adoption of the common format by
other mewbers of the community.

Assieted DD/P in writing a wemorsndum about care and use of inforwa-
tion report magters., This information is to be distributed to both
Beadquarters snd FPield DD/P personnel who prepare informetion reporis.

Briefed Senior Reports Officers of DD/P on "Do's end Domt's of
Preparing Offset Masters.” This well received briefing got down
to the very besics as to what was needed to produce good quality
cffset masters.

Purged the supply system of some LOOO faulty offset masters
which caused retype incidences as bigh se 50%. In addition to
saving over $700 by heving the mamufacturer replesce the faulty
emsters, meny hours of typists' time were saved. Also saved
wany hours in proof reading, handling and shipping the masters.

By revising sowe of the information report magters ve were
sble tog

1., Reduce coste of shipping forms overseas.

o, Provide for a speed up of printing of inforwation reports
by Printing Services Division.
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SECRET

g+ Designed a form for punched card application dealing with
cuptomers' initial reaction to C8 Information Reports. The
feedback of these reactions resulted in better reporis and
more accurate reguirement coverage by the field.

Izproved Suggestion Award Staff Form

Made several substantial improvements in the suggestlon form.
Incluled among the improvements were:

. Porm desigped to £it window envelope, thus, eliminating envelope
addressing.

., Form vonstructed s & carbon interliesved snmap-out set.

¢. BSuggester now coupletes acknovledgewent section, a step pre-
viously dcpe by Suggestlion Awerds 8taff.

4. Printed on back of suggestion form useful Information regarding
suggestions which should lwprove quslity of suggesiions recelved
and eliminate umnecessary phone calls about Suggestion Program

in general.
Other Forms Mansgement Activitiea W
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